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View and Print Your Pay Stub

Signing Onto NIS

Procedure

In this lesson you will learn how to sign onto NIS.

Step Action

1. To sign onto NIS you will first need to go to the NIS sign on page
(http://nis.ne.gov)
NOTE: Do not use "www" when typing in the address.

2. To sign onto NIS click on the Sign on to NIS button.
[ . B |
_Sign on to NIS

3. When you sign onto NIS you will need to be sure you type your User ID and your
password correctly. If you enter it incorrectly three times in a row the system
disables your User ID. If that happens contact the IMS Help Desk (402-471-4636
or 1-800-982-2468) to restore it.

4. When you sign in enter your user ID in the User ID field, and your password in

the Password field. If you do not know your user ID contact the IMS Help Desk
(402-471-4636 or 1-800-982-2468). If you forgot your password go to nis.ne.gov
and click on the Forgot Password button.
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ORACLE
JD EDWARDS ENTERPRISEONE
UserID: juserid
Password: [sessssed| |
Em
This system is intended for limited (authorized) use and is subject to company policies
Done €D Internet #100% v
Step Action
5.
Click the Sign In button.
6. You have successfully signed onto NIS
End of Procedure.

View and Print Your Pay Stub

Procedure

In this lesson you will learn how to view and print your pay stub in NIS.
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EnterpriseOne Menu

BEO

Wal

Open Applications
You have no running applications

Open New Window

[> MIS State of Mebraska

[ Roles

[ Actions

[> Preferences

The EnterpriseOne Menu contains several links to the applications,

These links will ahways be at the left of your screens, no matter what application you are using

“ou tan also hide the menu when you need mare space for your wark,

R AL

€ Internet

L00% v

Step Action

Click the NIS State of Nebraska link.
[MIS State of Mehrasks|

Click the Self Service link.

Click the Pay Stub Review and Print link.

[Pav Stub Review and Prind
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e
Pay Stub Review and Print - Work With Pay Stub History @
Select Fpd  Close Row  Iooks
"4
Employee [dentification |UA'ITRA\N22 Pay Stub Review | Print
From Gheck Date l««i Through Check Date ’*7
Records 1- 10 Customize Grid @
[
Employee Alternate
Humber Humber
@ 576979 PEEP, LITTLE BO 03(25/2000 20743745
(@) 576979 PEEP, LITTLE B 03/25/2008 20723947
(@) 576979 PEEP, LITTLE BO 03/11/2008 29724667
O 576979 PEEP, LITTLE BO 04/23/2008 17843440
O 476979 PEEP, LITTLE BO 04/09/2008 17327312
O 576979 PEEP, LITTLE BO 03(26/2008 16892750
(@) 576979 PEEP, LITTLE B 03122008 16365790
(@) 576979 PEEP, LITTLE BO 02/27/2008 15780166
O 576979 PEEP, LITTLE BO 021132008 15178693
O 476979 PEEP, LITTLE BO 01/30/2008 14512637
Done € Internet 100% v

Step Action

4. Your pay stubs will be listed with the most recent at the top. You can select the
pay stub you wish to view by clicking on that pay stub's radio button.

Click the Radio Button for the pay stub you wish to view.

5. To view the pay stub you selected click the Pay Stub Review / Print button.
| Pay stub Review s Print |

6. Your pay stub information will be displayed for you to review.

Page 4




[AQ]

AdministrativeSerices

Training Guide

View and Print Your Pay Stub

e

Pay Stub Review and Print - Print Pay Stub

[Fj]

oK Cance| Tools

Click Here to Print this stub

State of Nebraska - Pay Stub Information

Ernployee Mumber
Ermplayee Mame

Check Mumber

70390868

Pay f focrual Desoription

REGULAR PAY

HEALTH INS

RETIREMENT

VACATION HOURS EARNED
SICK HOURS EARMED

* Sick Taken/awailable

*Wasation Takenfwailable =

Gross Pay
761 60

576873
FEEP, LITTLE BO

Route

6507750900

Hourly

Hous LY

2000 9520

0.00
0.00

Deductions
354 61

Grozs
Fay
76160
73514
57.03
462
ga7
ga7
462

Fay Period
CheckDate
End Date
03152009 03/25/2008
¥TD
amouny | Dedustion Desoription
TB1E0  GrossWages
73614 FEDERAL INCOME TAX
6708 FEDERAL FICA W THHELD
462  FEDERAL MEDICARE WITHHELD
847 HEBRASKA STATE INCOME TAX
RETIREMENT
HEALTH INS
PARKING
Met Pay
406.89

Current
Amount
76160

45.05
2374
720
13.08
30.58
195.42
2200

YTD
Gross
Amount

761.80
4505
3374

788
13.08
36.50
185.42
2200

Click Here to Print this stub

Done

€ Internet

# 100%

Step

Action

If you would like to print the pay stub click the Click Here to Print this stub link.
[Click Here to Print this stub)]
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General | Options|

Select Printer

I 03
2 MISCH3Z00BW on nisdc03 (from NIS14618)

£ NISCN3Z00Color on NISDC03

<4

S NISCNEZ)

| e

Status Ready
Location: NI - Capital Fin 1306
Comment: NIS - Capitol Rim 1305

] Piint ta file

Click Here to Print this stub

Page Rangs
®al Number of capies: [1 5| CheckDate
Selection Cunent Page 03i28/2009
Oran: caoe ]
Enter either a single page rumber of a single
vTo
page tange. For example, 512 Current
Gross
Amaunt
Amount
F TELED 228480
m Apoly 153 a585 13785
FERTTHTR T I TATE INCOME TAX 1206 3045
RETIREMENT 5703 17108 RETIREMENT 3868 10088
WACATION HOURS EARNED 4Bz 1386 HEALTHINS 18542 580.20
SICK HOURS EARNED 847 2541 PARKING 2200 68.00
* Sick TakenAvailable = 0.00 2541
"Wasation TakenfAwailable ™ 8.00 556
Gross Pay Deductions Met Pay
761 60 312.88 448.62

Click Here to Print this stub

€ Internet

H100%  +

Step

Action

Make sure the proper printer is selected.

After selecting your printer click the Print button.

After clicking the Print button your pay stub will print at the printer you selected.
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e

Pay Stub Review and Print - Print Pay Stub

[Fj]

oK Cance| Tools

Click Here to Print this stub

State of Nebraska - Pay Stub Information

Erployee Mumber 576979
Ermplayee Mame PEEF, LITTLE BO

Check Mumber Route

70390870 6507750900
Hautly

Pay / Acorual Deseription Hous 7

REGULAR PAY 2000 0520

VACATION FD

HEALTH INS

RETIREMENT

WACATION HOURS EARNED

SICK HOURS EARNED

* Sick TakenAvailable = 0.00

"Wasation TakenfAwailable ™ 8.00

Gross Pay Deductions

761 60 312.88

Grozs
Fay

76160

73514
57.03
462
ga7
2541
586

Fay Period

CheckDate
End Date
03152009 03/25/2008
¥TD
amouny | Dedustion Desoription
2208684 Gros Wages
7615 FEDERAL INCOME TAX
220542 MEBRASKA STATE INCOME TAX
17108 RETIREMENT
1286 HEALTHINS
2541 PARKING
Met Pay
448.62

Click Here to Print this stub

Current
Amount
76160
45.05
13.08
36.68
185.42
2200

YTD
Gross
Amount

2284.80
137.85
30.15
109.68
586.20
86.00

€ Internet

# 100%

Step

Action

10.

When you are finished reviewing and/or printing the pay stub click the OK button.
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e
Pay Stub Review and Print - Work With Pay Stub History @
Select Fpd  Close Row  Iooks
"4
Employee [dentification |UA'ITRA\N22 Pay Stub Review | Print
From Gheck Date l««i Through Check Date ’*7
Records 1- 10 Customize Grid @
Employee Alternate
Humber Humber
@ 576979 PEEP, LITTLE BO 03(25/2000 20743745
(@) 576979 PEEP, LITTLE B 03/25/2008 20723947
(@) 576979 PEEP, LITTLE BO 03/11/2008 29724667
O 576979 PEEP, LITTLE BO 04/23/2008 17843440
O 476979 PEEP, LITTLE BO 04/09/2008 17327312
O 576979 PEEP, LITTLE BO 03(26/2008 16892750
(@) 576979 PEEP, LITTLE B 03122008 16365790
(@) 576979 PEEP, LITTLE BO 02/27/2008 15780166
O 576979 PEEP, LITTLE BO 021132008 15178693
O 476979 PEEP, LITTLE BO 01/30/2008 14512637
Done € Internet 100% v

Step Action

11. When you are finished click the Close button.

12. You have successfully completed this lesson.
End of Procedure.

View and Print Your Pay Stub in CSV Format

Procedure

This lesson will show you how to view and print your pay stubs within NIS in the CSV format.

Page 8




Q

AdministrativeSerices

Training Guide

View and Print Your Pay Stub

@

EnterpriseOne Menu =] Welcome!

Open Applications

You have no running applications, The EnterpriseOne Menu contains several links to the applications

Open New Window These links will always be at the left of your screens, no matter what application you are using.

You can alse hide the menu when you need more space for your work.

» NIS State of Nebraska »

> Preferences

AL,

€ Internet

H100%  +

Step Action

1. To view your paystub you will need to navigate to Self Service.

Click the NIS State of Nebraska link.

itate of Mebraska

2. Click the Self Service link.

3. Click the Pay Stub Review and Print link.
Pay Stub Review and Prinﬂ
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T ——
Pay Stub Review and Print - Work With Pay Stub Histery @
Sekct Fpd  Cose Row Iools
v & X B =&
Employee Identification |uATTRAINZ
From Check Date lii Through Check Date ’*7
Records 1-17 Customize Grid @
[

® 576979 FEEF, LITTLE BO 0211112009 21385040

(@) 576979 PEEP, LITTLE BO 0111472009 21384741

(@) 576979 PEEP, LITTLE BO 12/31/2008 21384688

(2] 576979 PEEP, LITTLE BO 11/05/2008 21323050

O 576979 PEEP, LITTLE BO 07/30/2008 21299117

(@) 575979 PEEF, LITTLE BO 0412312008 17843440

(@) 576979 PEEP, LITTLE BO 04/09/2008 17327322

(@) 576979 PEEP, LITTLE BO 03/26/2008 16892750

(2] 576979 PEEP, LITTLE BO 03/12/2008 16365790

O 576979 PEEP, LITTLE BO 02/27/2008 15780166

(@) 575979 PEEF, LITTLE BO 021312008 15178603

(@) 576979 PEEP, LITTLE BO 017302008 14512637

(@) 576979 PEEP, LITTLE BO 01/16/2008 13917552

(2] 576979 PEEP, LITTLE BO 01/02/2008 13519950

O 576979 PEEP, LITTLE BO 08/03/2005 79451356

(@) 575979 PEEF, LITTLE BO 0712012005 72687674

(@) 576979 PEEP, LITTLE BO 07/06/2005 78373296
Done & Internet 100% v

Step Action

4. Your pay stubs will be listed with the most recent at the top. You can select the
pay stub you wish to view by clicking on that pay stub's radio button.

Click the Radio Button for the pay stub you wish to view.

5. Click the Select button.

6. This will bring up your pay stub information for the date you selected.
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e

Pay Stub Review and Print - Pay Stub History Information @
Cose Form Row Iooks
X H B
Address Number 576079 PEEP, LITTLE BO Route 6507750900
Check Date 0111412009 Check Mo, 31907507
Records 1-6 Customize Grid
Pay | PaylAccrual Hourly | Gross YD DBA | Deduction Current YTD Gross
Type | Description Hours | Rate Pay Amount Code | Description Amount Amount
1p REGULAR PAY 8000 24038 192304 192304 GROSS WAGES 192304 19
O 2 FEDERAL INCOME TAX 31441 31
o 3 FEDERAL FICA WITHHELD 119.23 1
fo) 4 FEDERAL MEDICARE WITHH 2788 2)
fo) 5 NEBRASKA STATE INCOME T 98.08 9
fo) 5 1052 MISC DEDUCTS - 307698 §5.00 B
¢ | B
Gross Pay 3,846.08 - Deductions 1.249.20 Net Pay 1298.44
Done € Internet L 100% v

Step

Action

Form button.

Click the Form button.

If you would like to print the pay stub information the first step is to click the

Print CSV

Click the Print CSV menu.
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Printer Selection ]
OK Cancel Tools
Printer Selection | Print Property | Document Setup | Advanced
Frinter Name |acPUONEWORLD_A
Printer Location |HERE
Sy Printer Model |LasEr
Number of Capies ,17 Range: 1-9999
—
Cone jrai) & Internet F100% -
Step Action
9. Note: Clicking OK does not send your pay stub information to the printer. It sends

it to a job queue where you can open the document and then print it. The
following steps will detail how to open and print the document.

Click the OK button.
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e
Pay Stub Review and Print - Pay Stub History Information @
Address Number [Ereea PEEP, LITTLE BO Route [6507750900 |
Check Date [oinazoos CheckNo.  gg7esy
Records 1-6 3TiC
Ff@ o mMEEEFYEEE S r;:;z;:“
1P REGULAR PAY 80.00 24038 1,923.04 1,923.04 GROSS WAGES 1923.04 19
O 2 FEDERAL INCOME TAX 3441 31
(@] 3 FEDERAL FICA WITHHELD 119.23 1
(@] 4 FEDERAL MEDICARE WITHH. 2788 2|
(@) 5 NEBRASKA STATE INCOME T. 98.08 9
(@] ] 1052 MISC DEDUCTS -307698 65.00 6
< | bd
Gross Pay [384608 | - Deductions [12a820 Met Pay 28840 |
Done 7 & Iternet F100% -
Step Action
10.
Click the Form button.
11.
Click the Submitted Jobs menu.

12. The top row should be the most recent document you sent to the job queue.
Make sure the Description says DONE. If it does not say DONE (it could say
WAITING or PROCESSING) click the Find button at the top of the screen until
the status changes to DONE.
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ORACLE,
Pay Stub Review and Print - Submitted Job Search @
Sekct Fpd  Close Row ook
v & X 8B &
Host NISDEV
UserID UATTRAINZ
Job Queue I*
Records 1-5 Customize Grid
L] Status Description Job Details
[ auick 0z D DONE | UBE UATTRAINZ R581183_NIS0001_88909_PDF NISDEV 8i
[ auick 02 D DONE 5 UBE  UATTRAINZ RO7125_XJDED0O1_88908_FDF NISDEV 8
[ auick 02 D DONE 5 UBE  UATTRAINZ RO7185_XJDED001_88907_PDF NISDEV 8
O auick 02 D DONE 5 UBE  UATTRAINZ R581183_NIS0001_88906_PDF  NISDEV 8d
] auick 02 D DONE .5 UBE  UATTRAINZ RO7188_XJDE0001_88905_PDF NISDEV 8
< | >
Dore JFai) € Internet H 100% v

Step Action

13. Click the Check Box of the top line.

=

14.
Click the Row button.

15.
Click the View CSV menu.

View C3V
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/= hitps:finis.ne.gov:44 Tfjdeiservlet/com. jdedwards. jas. ube?SERVER=NISDEVE JOBNUMBER=BB90 98 VIEW TYPE
p & j i j
e - — —
G- [ https:inis.ne.qovia47 e servietcom.jdedwards.jos.ubersERvER=1 v | B | # [ K [Le cearcr

File Edit View Favorites Tools

Help

&

W o [(;)https:Hms‘nE.guv:‘?‘ﬁﬂ]deﬂserv\et;‘cum‘]dedwards.]a".l 1

B - e v bpPage v (FTooks v

Do you want to open or save this file?

Name: RS81183_NIS0001_B8909_PDF .csv
Type: Microsoft Office Excel Comma Separated Yalues Fil...

File Download

save |

Cancel |

9

“while files from the Intemet can be useful, some files can potentially

harm yaur computer. If you do not rust the source, da not open ar
save this fle. What's the risk?

2, Dons

Unknotan Zone

Customize Grid

Step

‘istart. © @

Action

16.

Click the Open button.
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—
:D,g\l d
Home
o D
aste I
-7

Clipboard

B °‘ Calibri -l - A A

RS581183_NIS0001_88909_PDF[1].csv - Microsoft Excel - 2 X

Tnset  Pagelsyout  Formulas Data  Review  View @ - = x

= ) ) | 3Insert - bR
I e N E A7 &
£ | 3xpeete - | @
|54~ |[$ ~ % 3 |[%3 ;%[ Conditional Format Cell Sort & Find &

Formatting = as Table - Styles~ || (2 Format~ || (2~ Fifter~ Select~
Font Fl Alignment & Number & Styles Cells Editing

B I O -f=-[d- A

Al

- F ‘ State of Nebraska Employee Earnings Record i

A

R581183
2/2/2009
Route:
Check No:
Check Dat
PEEP, LITT

oo e W

[}

LINCOLN,

11 |Period Ear
12 |REGULAR |

14 |Descriptic
15 Gross Wag
16 FEDERALI
17 |FEDERALF
18 |FEDERAL M
19 |INEBRASK!

Ready

4 start

1 [State of _ﬂel braska Employee Earnings Record

123 FAIRYTALE LANE

10 | ***PERIOD EARNINGS

13 | ***DEDUCTIONS

20 | MISC DED! 65 65

21| ==*TOTAL

22 |GrossPay  3246.08

23 |Total Dedi  1249.2

24 |NetPay  1298.44

25

W 4 » %] RS81183_NISOOD1_88209_PDE(1) [

B & D E F G H 1 J K L M N o

6.51E+09
21384741
I
576979

NE 68510

Hours Rate Amount Year to Date
80 24.038 1923.04 1923.04

Current AIYTD Gross
1923.04 1923.04
314.41 314.41
119.23 119.23
27.88 27.88
98.08 93.08

Er® |0

Step

Action

17.

Click the upper left hand corner of the spreadsheet..

18.

Double-click the line between column A and B.

19.

The CSV document containing your pay stub information will be displayed.

Depending on your version of Excel you can print the document by clicking on the
windows icon in the upper left hand corner and then click Print, or you will click
File and Print.

20.

You have completed the View and Print Your Paystub lesson.
End of Procedure.
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